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| ® STANDARDS - Purpose

# Purpose of Standards
v’ Systems Efficiency
v Cost Effectiveness
v’ Time Management — Delegation
v Effective Supervision
v Manual Standardsvs. Automaledﬁ

v Priority of Work @
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¥ STANDARDS — soP/Work Schedule
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# SOP, Work Schedules, COOP, and
Training
v SOP — Priority of Work
= Functional Area Standards

v Work Schedule — Distribution of Work

= Task Management

T

= Time Management

Click ImagetoView

- Work Shedie
Development

= Supervision
= Delegation of Tasks
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REVIEW

How long?

How long?

; DESIGNATED
At | e verses
AR & DELEGATED
Accountablein Designated
u ei
%] REVIZE the Absence of Full Accountability and
(] Makes Updates or the SFOS Resmnsbllltvy with
Approves Updates prior Full Authority to
[¢)] to Finalizing accomplish tasks.
o .
< FINALIZE Varying Levels of
Finalizes or Delegates SFOS Accountgbi I_ity and
the Final Processesin Responsibility with
AFMIS limited Authority to
accomplish tasks.
Production Schedules Shopping Lists DF Files
2/2/3 - MWIF 1to 2 Days prior to As Required
How long does it Submission Date. Files, Equipment, and
take? How long? Cook Status.
How long?
n Headcount Inventory
Import, Verify, and T/TH and End of Shift Personnel
(6 Adjust. Month.
Cash Voucher — Verify How long? How t(h:ey Contribute:
Q and Print. ustomer
Menu
How long?
— Forms
n Ao n Ao Training
< Kitchen Requisitions | Kitchen Requisitions Inventory
M/WI/F or T/TH prior to M/WI/F or T/TH prior to ‘-g': -’"“}
Inventory Process. Inventory Process. 2 ’?/I

n

A dm

Production Schedules

Not in the system. Not
complete.

Kitchen Requisitions

Not in the system prior to
an Inventory, or mistakes
not corrected and
annotated.

Headcount
DF Files

[ToReturn]

. Conflicts »

Conflicts

Shopping Lists
Cannot " Create”
Shopping List for

review.

Inventory
Inventory numbers
incorrect, or
adjustments made

without supporting
documentation.

Production Schedul e
+  Shopping Lists

Management
T Solution
Kitchen Requisitiong




~ STANDARDS — COOP/Training

# SOP, Work Schedules, COOP, and
Training

v COOP — Contingency Plan

= When System is Down
— = Procedure when System Returns
v Training — Efficient Systems Use
[rem—— = Rotating Personnel
= Establishes Areas of Responsibility
— = Establishes Standards
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# Purpose

v Navigation

v Information
— v Policy?

f—— v Manual Sections:

[ —— = Reference Command Menu Choices

Click Imageto Enlarge
= Requirements

——— = Restrictions

— v Does Not Explain Why ... /

frmmm— .. www.quartermaster.army.mil/acs'*

Fnd llsers Manual Sectinns

the Meal Profuction Pasning Foncton o preper end o o productin

g I, outide menus, s menus,and exended recpes, mdmantan
s antanly for your daing iy, This Rt sibincions snd
o et otions

(1) Producton Schedsle (pa 5.0

ue Shoppng Lists a5 3

Kitchen Requiscion and Retins (para

(4) Meal Production Chechiit Ingusy (paa 5.5

e o el pemenmame

WAL SROCTION PLARAG - TN BRI AGE

Figre 5 11 Meal Foduchan Planning M Selechon, [ToRetwrn]

EXAMPLE
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~ A STANDARDS — End Users Manual

;

+ Appendices

v Appendix B:
= Sample Error Messages

= Corrective Measures

‘Click Imageto View Problem
Reparting Seps

= Problem Reporting Procedures
v Appendix C:

= Example of Printed Reports

= Section Printed

= MARKS Filing Disposition

Click Image o View New Dispasitions

T

B8 www.quartermaster army.mil/aces ‘@

S 4
‘
I
1. What process
was running. The User shouldrecord

2 Record the Sareen_| | @nd do the following on
Number - A JK-000 alocally produced form
3. What error as soon as
message(s) appeared. an error occurs...

4. What did the -
machine do or fail Error "
to do. Message ' :
5. What did you do. 5

6. Then, report error
to the Supervisor.

Problem

: I
1. Review progggs. The Supervisor should
2. Run process again. be knowledgeable in
3. Isthisafunctional their functional areato
fix? SOLVE problems at
their level...

4. Example, entering

ininformation. If the problem
5. Fix problemiif cannot befixed Error p
possible. here, then record Message ©,

Problem

on DA 5005-R

6. Report error to
and...

the Food Advisor.
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1. Isthisstill aDFO
fix, or should they
initiate their
Contingency Plan.

I
The Food Advisor should
have some knowledgein
ALL functional aress...

€ | 2 DoesthelFA need DFO, IFA, and TISA
@ | tofixthisproblem, because...
— | i.e.Recipe Cards.
o >
3. Canthiserror be They need to
o 8 < Error f
- f'; IR know who to M L.
o | Shoppinglidts contact next... £y
4. Oristhisan SA )
problem fix.
Ll The Reporting Chain
= should look like this....
[¢)
o -mn c
O i %
o Ii q -
[a B | :.lillVllOlllI:b‘A o 5
I 4 |
Uses should not be
allowed to go directly
to the SA.This will
c keep everyone informed
P of Common Errors.
o
o Sy_st_ems ol ¥
. Administrator running. =
a System ==
“ - J \-
Tomau) i




Current MARKS Dispositions

Title: Dining facilty opertions

FN: 30-1d

Authority: N1-AU-00-15

Privacy Act: Not applicable
Description: Documents pertaining to operating the dining facilty. Included are production schedules, headcount records, signature
headcount sheets, kitchen requisitions, sensitive and high dolar item disposition. inventories with recap sheets, strength and feeder reports
(feld), and similar information. Not included are meal card management records; see file no. 600-38

Disposition: Destroy when o longer needed for conducting business.

T

[ToRewrn]

EXAMPLE

& STANDARDS — End Users Mémual

—— & Appendices
v Appendix F:
F— = DA Form 5005-R Preparation
= Dual Purpose Form
| — = Seldom Used — Should Be Used

— v DA 5005-R:
= Problem Reporting

== = Improvements to AFMIS

—— = Who can fill this out?

— .. www.quartermaster.army.mil/aces'*

“STANDARDS - Systems Sur-ﬁmary

—— & Structure

v User Identification:
= Who does what...
% = Who supports the Dining Facility...
.-'r = How is the Customer affected... =

4 %“
v Problem Tracking: S :E

— = Who “Fixes’ what... Q

— = How isthe Customer affected...

- Click Imageto View Functional Areas

— B8 www.quartermaster.army.mil/aces "




If you don’t know the system,
what do you do
when you encounter a
PROBLEM?




TISA
Troop Issue Subsistence Activity

e T aTa g 5 Eare

Requisitions | Prime Vendor Storage Reports Financial
Garrison Locations Inputs Processing

Receipts Orders Cold Finanacial
Issues Receipts Dry Dining Facility

Inquiries Inventories

TISA can help
morethan you
may realize.




" ThelFA ensures |
your Equipment can
be entered into your




Do you havealot
of Asteriskson
your Shopping Lists
and Recipe Cards?

ThelFA can offer a
considerable amount |}
of help: when needed.

T
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Asyou can see,
these folks can view
alot of information

about your Dining
Facility.
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Remember, YOU
areTHEIR
Customer.
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v Manager Responsibility:
= Assigns User

*MFR
« Appointment Orders.

= Delegates Functional Areas (SOP)
= Supervises Use

v User Responsibility:
= Maintains and Protects Passwords
= Reports Unauthorized Use

P =
Click 1Imageto View
Systems Security.

-. www.quar termaster .ar my.millacs""

AFMIS is a Sensitive; howeW!
Unclassified System.
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d procedures for
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Remember, this is a Sensitiv®
System.

Proper security measures will
protect against unauthorized access.

AFMIS can be acces:
the Internet.

1

« Never use information “AQout” you.
+ I.E., Birthday, Names of Family MemDw(s, Last Name spdlled Backwdjd:
+ Only use information that is “Pwegsonal” tp you.

s fetc...
+ I.E., Favorite cartoon characters, Characters in Jwyr favorife b ook, Namesd| of favorite
sports players, etc

+ Do Not write down your password wheragthers gan seq.

« Ifyou need areminder, use aword that will help you remembR...

+ Use a mixture of Uppercase,
+ Do Not use “Special” Characters— No sp|

« Use as many letters and num -

+ The more, the better.

« Invent an Encryption
« I.LE., Number 1 = L, Number 4 = Upside-down lowercase H, efc.

+ Chose: Favorite Cartoon
« Possible 11 Characters.

« Using Uppercase, Lowercase, Nutbers, @nd Inventpd
Encryption:

XRug Rats” T¢

Tommy Pickle
TOmm4P1ck13

« Password Reminder: Tommy J
+ Would take too much effort for someone to try ald
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#Windows NT

v Securing Workstation:
= Locking Workstation
« Least Secure

« Others Cannot Use
= Log Off
= Shutdown— Turn Off

T
o

v Programs: P

=T

» Internet I;ig,vﬂ"u Y

- = Office N T
v

= Virus Protection

M
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A STANDARDS — Conclusion

# Summary

v Purpose of Standards

v SOP/ Work Schedule/ COOP/ Training
= Task Completion

v End Users Manual
= Sections

v Systems Summary
= Who does What?

T

|

v Systems Security

|

M
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